
APPLICATION FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS: See PublicatioL No. 76-RM-1 for instructions on completing this form. Forward signed' original to'. 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334. .. 

i .  Attention: Scheduling Section. I 
_i-_~_~_~ . . - ~ . 7 - ~ - . - - _ ) , . * .  ~~~ 

I FdR ~~ RECORDS MANAGEMENT WE -~ FOR AGENCY USE ~~ -- 1 1. Agenw Address 

7 

OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY 

RECORDS MANAGEMENT DIVISION 

Application Number Georgia Department of Labor, 
EDP Div is ion  
Operat ions Unit-Room 386-Labor Building D Date ComDleted 

b l icat ion Date 

7-20-76 
b l i a t i o n  Number . .  

DL-034 I Atlanta, Georgia ~ I JUL 2 1 1976 lAUG f 0 1976 
~ _ _ _  .~ I____ - ~ - ~  - . . ~ -- - __ - ~ ~ ~. - . 

!. Person to Contact Working Title Telephoi Number 

I. Action Requested 
a. 
b. 

ff Enabiisn Retention Schedule; +cord will continue to accumulate. 
0 Dispose of present accumulation; no further accumulation anticipated. 

c. O-Amend-Ape!jg@~n No,- ---- Check One: 0 Change; 0 SupercedekCJ void_ - 
5. Racords Series Title (followed by title used in office; if different) 

Claimant Address F i l e  (BP010) _ _  _Pl 

What is the f u n c t i o n m s G n  and the Office in which this record series IS created? 
I - -- 

1. Dates of !Series 
iar l ien Latest 

J975.. .__ I PRESENT-- -~ 
I. Division and Office Function 

The EDP Program-Accounts Div is ion  is a support  d i v i s i o n  t o  t h e  o t h e r  opera t ing  d i v i s i o n s  of 
t h e  Georgia Employment Secur i ty  Agency. 
computer ope ra t ions ,  systems des ign  and p r o g r m i n g  i s  fu rn i shed  by t h i s  d i v i s i o n .  
a d d i t i o n ,  a con t inua l  eva lua t ion  of computer tardward i s  accomplished. 

A l l  d a t a  processing suppor t  such as d a t a  e n t r y ,  
I n  

- ~ _ . ~  -. -_-I___- ______ - 
1. Record Series Description 

Documents relating to: 

This file contains the following documents (include form numbers and titles, if any): 
Attach samples of the file. 

record in9  the addresses  of Unemployment c la imants .  

Included are: Computer P r i n t o u t  of Claimant Addresses 

i - 
File i s  arranged: . numerical ly  by S o c i a l  S e c u r i t y  Number 

u - E - 1  

... 
. .  -- -- _- ~...~~~~-__.-iI___. 

I. Monthly Reference Rate How often are records referred to which are: 
One~to six months old - 1  ~ :_ .,; Seven to twelve months old . ~ ; Thirteen to twenty-four months old 
twentv-five months and older -~ ~ -..-_. *?  

-~---L ~ . _ _ -  i ~. ~~~- g =_-.. __l_____l___ 

*;. -~ :, 

1 Nylon Pos t  Binde 
per  month 

3. Annuel Rate of Aaurnulation of Records 
Letter-size drawers ~ ~ - - _ ,  * &egal-size drawers ~. ;Shelves -. ' Other ( k i f y )  - . .  



~~ 

._. -_= -.-_ ~- . ... ~ - .. . 

~ 10.. Ouwionnaire ~~~ .J'!ace an."XYx!he pr~pe!-co!u~!-----~_____ ~~ 

a. Is this the official copy of the series? i . .  
If-not.wherat-!lL- i- ~~ ~~ 

b. Doer the series mntain coTidentia1 information requiring security handling? If yes, cite law or regulation. .i 
~~ . . ~ .  ~ ~~. . 

c . . l s . t h ~ s ~ v ~ l - c e c ~ ~  ~ .. 1-1 ~~ 

, ,  
. _ _  d. Does this series have ~~- histyjgl.ofioc&term _ _  research value? 

~.~~ dpur_mentz be~mcheduled stwarat&.?- 
e. When one or two documents in the fiie make it necessary to keep,the entire f i le for a long period, could these 

. f . ~ r r ~ i n f ~ ~ ~ t i c u x ~ n t a i n e d  in thir~secLesnyprnUishDubl.i.lf.retar-- : 

h. Is'there a iluplicition of t h i s  series in your office, or in another offica or agency? 

\ ~L .% 

g. Is the injormation Sntained in this series ever analyzed and/or recorded in a summarized report? 

. _  ~~_Ifv.es,atta~h-rn~u._ -~ _ _  ~ _ . _ _ _ _ _ _  

~2. i f . Y s w b l h m L _  -. . ~ .  ~ 

_i. k h i s  series (cx a mainraarti~nmf itliesularlu &.~tilmed;l_ 
.L- Does-the record~seriesrirultin a rnmeuErsrintalltl_____ 
M Rwuirementr 

. ~ - .  . , .- 

.. The following requires the series to be kept: 
4 - 
1 

-.~--years. . ~ d. Audit period - years. 
._ ~~~ ~ .~ e. Administrative need - ~. . ~ ~ yea& m, ~-years. 2 

~~ 

- .I 
a. State Law 
b. Statute of limitation 

~. ~~ 

c; Federal-law - - - ~ -  ~~~~ ~~~~ . -years. f. Federal retention instructions m. 

Attach copy or excert of laws or regulations.  explain adm.hidrative need. 
the Division is  properly processing records. A l s o  the data may be used t o  support .an . , r  

$he data  could be used to insure 

.- .. . ~ I 

-- - .~ 
j- . .  . ~ . , i , , 7 - .  . investigatjon . .~ i n t o  possible, ~ - -fraud.. i .. i -  ~ . .  .. . !~. .= '  i - . .  - .  . . .. 

- 
~ 3 -  ., J ~> ~~ , ~ .  ~. .. 

I 

1 ,  .. ., ~. . . . ~  
- , .  -. ~. l.. , 

~~~ ~, 

. ~. , .  ~ 

, .. . . ,  
I . .- - ~. ~ i . ~ ~ .  ~ l _  ~ ~. -2.-. ~ .___ __~____*_ 

. .  12 AppFjwedvDlsposition Innru&on) -~.: This agenw~recommends .,  that the file series % .  be cut off a t  the end of each: . .. 

0 Calendar Year; 0 Fiscal Year; 8 Other  month^' _._I____ then, 

Ifl Hold in the current files area 3--month(s) I____ 0 yeark); then 

Ifl Transfer to Stare Records Center; hold I 2 . - 
0 Transfer to local holding area; hold -~: .--year(s); then 

El Destroy. 
0 Transfer toxtate Archives for permanent retention. 
0 Other ISpxib) 

yeads); then 

.. 
. .  . . -  ~ L . . ~  

~- ~ ~ ~ . ~~ , .  ~ . .  - ~~ + - '  ~ .. - ~ . 

These inrtiuctions apply to a l l  prior and future accumulations of the series. 

lecommendations in para- 
raph 12 are~approved. State AuditorlDesignee 

.- _-- 

~- ~ 

. .  


